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Teaching Practice
Structured note-taking is useful for courses—
particularly online courses—that expect 
students to closely read texts and integrate 
them into their research.
This flexible and reconfigurable practice 
encourages students to take notes about 
texts using Google Form prompts. Faculty 
can efficiently review notes to assess 
students’ engagement with texts and adjust 
class meetings and assignments.
This practice extends Cornell’s Notes system 
originally created by Walter Pauk. I use 
Google Forms to create structured prompts 
(step 1, right), and use Google Sheets to 
review, organize, and distribute student 
notes (step 2, right). 
Structured note-taking
helps students closely read and 
integrate texts into their research
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How To Adopt Practice
Faculty can adapt my template to encourage 
students to reflect on a text’s content, form, 
provenance, and personal connections.
I ask students:
• What are the main facts ("notes" in the 
Cornell system)?
• What questions do you have ("cues" in the 
Cornell system)?
• What have you learned from the text 
("summary" in the Cornell system)?
• To identify two key quotes. 
I emphasize their notes will support 
upcoming projects and class discussions, 
and that I may share their notes with the 
class unless they indicate otherwise.
Evidence of Benefits
My students engage in more depth and more 
consistently with assigned texts, reflect on 
their reading and analytical skills, and 
iteratively improve their research-informed 
writing. I use it to gather and distribute notes 
for class discussion and improve my reading 
selections. (See samples, right.)
Students tell me that this practice:
“...helped me retain more information and I 
incorporated it more in other classes.”
“...helped me be more organized when it 
comes to reading texts.”
“...allows me to have a focus when reading. I 
can identify key insights of a text when I 
know what I am looking for before going into 
the reading.”
“...makes me notice powerful quotes more. I 
can reference my notes and thoughts about 
the piece more easily.”
Scan to see
these examples
Step 1: Structured note gathering Step 2: Review structured notes
